' An AASIS Training Tutorial HRLAD — Time and Leave Administration

PUBLIC HOLIDAY QUOTA

BREAKDOWN
TUTORIAL

AASIS Support Center, Diane Hill 1
03/08/04 HRLAD

This tutorial is to be used when an employee has a
time evaluation message ‘Z9’ (Pub Holiday Bal not
equal to breakdown) OR a Quota Correction (infotype
2013) is created to increase or reduce the holiday
quota.
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Public Holiday Breakdown

« Z9 — Public Holiday Breakdown error
indicates the employee’s quota on PT50 and
holiday assignments on PT_BALOQO are out of
balance

« The Holiday Quota Error (ZHQE) report will
identify employees with this error so you can
begin the process of correcting

« The employee’s master data must be
analyzed to determine how to resolve the
error

AASIS Support Center, Diane Hill 2
03/08/04 HRLAD

Policy requires that holidays hours banked be used
within twelve (12) months; therefore, holiday quota
hours must be assigned to individual holidays so that
the system can evaluate holiday accrual and
absences correctly.

A Z9 error only populates on the last day of the
payperiod after time evaluation has run. This
message will continue to generate until the holiday
assignment is corrected. If not corrected, the
employee may not bank the holiday and holiday
absence type HLDY cannot be entered on the CATS
timesheet.
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HOLIDAY QUOTA ERRORS REPORT
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[ Favorites
= {4 SAP menu

B [0 Office

» 1 Logistics
[» [ Accounting

B [ Tools

B (1 Human Resources
[» O Information Systems
[» L1 Special Transactions & Reports (State o

Holiday Quota Errors Report

= = T e e 2 I e N

1. Enter ZHQE in the
command field

AASIS Support Center, Diane Hill 4
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Holiday Quota Errors Report

em  Help
BB eae BHE OTO0 BE @

Holiday Quota Errors

D & )=
: 2. Enter the ending
| Further selections || 52 Search helps | .
Ferind date of the payperiod
) Taday () Current manth
() Up to today () Fram today
@ Other period
Data Selection Period Q13e4 Ta a1 3194'
FPerson selection periad To

Payroll period

Selection
Personnel numhber
Employment status
Company Code
Business area
Payrall area
Pers.areafsubarealfcost cente
Employee group/subaroup
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Holiday Quota Errors Report

Edit

Brogram Gota  Systerm Help

g da @ @@ SEE OO BRI @ m

Hoiiday Quota Errors

3. Click ‘Further selections’

® [ )2
Choose Selection Fields
| Fuﬂherselections’ﬁ o |
Perind i |:|Selectiun options
) Today | | |Acti0n tyne [«] |Persnnnel number [a]
() Up to today ( |_|Reason for action @ _|Emplo\,rment status @
@ Other period 1 |:|Custnmer-speciﬂc status - |C0mpany code
Data Selaction Period | | |Specia| payrnent status |Pa\,rro|| area —
Ferson selection period H |:|Persnnne| area |Pers.arearsubarearcust center
Payrall pariod | |_|Persnnne| subarea E |Emp|0\,ree group/subgraup

N
N
|
|
N
| |_|Emp|0\,ree group |_
j |_|Emp|0\,ree subgroup |_
N
N
|
|_
|_
N

Selection
| | |Organizati0n ke

Fersonnel number

Employment status | N Bl
| |Lega| person

Company Code
ba mp” a:;a | | lwork contract

- [1|controlling area [ []
Pers.arealsubarealcost cente icostoonter g g

Employee groupfsubdraup

4. Choose appropriate
selection Option Selection:
2l

Faran L 1rairyl
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Holiday Quota Errors Report

am  Edit

em  Help
ajdH I ©C@@ DHB HDL0 BE @
Holiday Quota Errors

& B )2 ;
Futther sele | [gelaction options [ | Selection fields [ |
Period Action type [«] Fersonnel nurmber [«]
O Today | IReason for action E _Employment status @
O Up to toda _Customer-speciﬂc status __| @ _Company code
® Other perit _Special payment status | |pusiness area
Data Sele _Personnelarea _Payrullarea
Ferson s _Personnelsubarea @ _Pers.areafsubarea.fcostcenter
Payrall :EmmUYEE group :Employee groupisubgroup
Employee subgroup
@_ :Organization key :
Fersonnel nL _Legal B0l L
Employment _Workcuntract -
Campany Co _Cumrolling area | - ||
Fayroll area —CDST clentfer . El — E
R Crganizational unit [+] |E|
empoyee oy 6. Click the green check
T
rairsll T . rci
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Holiday Quota Errors Report

em  Help
BB eae DEHE aLO0 BRE @R

Holiday Quota Errors

=
| F\lherselections || o2 Search helps || o2 Sart order
9' CIICk to () Current manth ) Current year
execute ) Frarm today
@ Other period
Data Selection Period D'] | ."2994 To 0143172004
FPerson selection periad To
Payroll period
Y H
Selection 7. Enter ‘3’ for active
Fersonnel numhber employees
Employment status 3 =]
Company Code
Personnel area . .
_ 8. Enter criteria
Business area Q610
Payroll area

Pers.arealsubareaicost cente
Employee groupfsubgroup

AASIS Support Center, Diane Hill 8
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Holiday Quota Errors Report

Goto  System  Help

2 HISCEe@ SHE SDLO0 EE @
Holiday Quota Errors

List Edit

PROGRAM: ZHR_HOLIDAY_QUOTA_ERRORS HOLIDAY QUOTA ERRORS

I410¥]

TIME: 14:4G6:52 CLIEMT ETR 513 REFORT PERIOD E1/31/2004 - @1/)31/2064

BUS FPERNR WAHE QUoTa HOL IO CUMULATIVE

ARER BALAHCE BALANCE

06168 QEOEEO51  WASHIMGTOM TAEITHA G406 LABOR DAY g.00
WETERANS DAY g.00
THEMKSGIWING DAY a.00
THANKSGIWING FRIDAY g.00
CHRISTHMAS EVE g.00
CHRISTHAS DAY g.00

K1

M rar T 11l
AASIS Support Center, Diane Hill

03/08/04 HRLAD

©

The Quota Balance is the holiday quota hours the
employee has on PT50. The Cumulative Balance
displays the individual assignment and total hours
associated with each holiday. The number of hours in
the holiday quota must be assigned to a specific holiday.

Remember the employee’s master data must be
analyzed to determine how to resolve the error.

The most common errors are (1) employee who did not
accrue the holiday and the quota and the holiday
assignment are not the same and (2) employee who
accrued the holiday but the quota and the holiday
assignment are not the same.
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MONITOR PUBLIC HOLIDAY QUOTA

BREAKDOWN REPORT

AASIS Support Center, Diane Hill
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T ""Vonitor Public Holiday Quota Breakdown
Report

Menu Edit Favorites

& | PT_aLod Bl B Saa DHE ahoa BEE @

SAF Fasy Access SIS MENU
I RN NEE AR o

N\

[ 1 Accounting
7 i3 Human Resources
2} PPMDT - Manager's Deskiop
[ 1 Personnel Management
7 3 Tirme Management
> [ shit Planning
= {3 Administration
@ PTHW - Tirme Manager's Workplace
> 1 Time Data
[> [ Time Evaluation \
> 1 wark Schedule
= 4 Information System
57 {3 Report Selection

[ 1 wark Schedule |
B [ Attendance

I[«][»]

1. Follow the menu path or
enter PT_BALOO in the
command field; press enter

[ [0 Absence

7 {3 Time Accounts
T2 PWE1 - Time Leveling
@ FT_EDT_TEDT - Time Staterment /
@ FT_EDT_TELLI - Tirme Balances

@ PT_DOWDO - Tirme Accounts =
Eax(| | |L«dl+]
AASIS Support Center, Diane Hill 11
03/08/04 HRLAD

If the employee’s Quota Overview (PT50) and the
Monitor Public Holiday Quota Breakdown Report
does not match, the Time Administrator will receive
jthg following time evaluation message in their SAP
inbox:

Z9 — Pub Holiday Bal not equal breakdown

11
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Monitor Public Holiday Quota Breakdown

FProgram Edit Goto ysterm

Cumedated Time Evaluation Results: Time Balances/Wage Types
& [ B

4. Click

= Sort order = Qro. structure =
(Optional) ” | 5
(1 Today _r Current month 0 Current year
(1 Up to today ' From today 2. Enter the From
Sl : G and To Date (must
Petiod ) Tn e
—— be the same date)
Selection
Personnel number | 3. Enter Selection
Time recording administratar criteria
Selection Conditions |
@ Day balances
ZTART to (=]
(i Cumulated balances
SALD to
(o Time wage types o]
LGART to =]
K10l KRy
AASIS Support Center, Diane Hill 12
03/08/04 HRLAD

In the period field, the From and To Date must be the
same. No data will be displayed if the date entered
is after the last successful time evaluation.

If the criteria that you wish to run the report by is not
listed, click the Further selections button. If you
chose this selection, continue with step 4; if not, skip
to step 10.

12
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' Monitor Public Holiday Quota Breakdown
Report

Frogram Edit Goto

@ Q?? &I E Choose Selection Fields
[ :|Selecti0n options [ || =
‘@ Ermployment status [=] Fersonnel number [+] =
@— _Company code @ :‘Administratormrtime recording E B
O Today ]F‘ersonnel area | 1
O Up o today Personnel subarea Chousel
@® other period||| [lEmplovee group B
FPayroll per | _Employee subgroup @ ||
L __Organizational key B
Selection | JlBusiness area N
Persannel numt | JlLedal parsan .
1one racorana | [Paron sres B Note: Repeat steps 5
__Controlling area | & 6 to Choose as many
Cost center H H
e T T ————— __Organizationalunit ] B seIeCtlon Optlons as
Other parameters |§) E - d " d
Eelection criteni || R :_| L_| esired.
 woaveaane | 9- Click on selection
ZTART options Selection: 2
) Cumulated
SALD LlE
) Time wage types
LGART t =

AASIS Support Center, Diane Hill 13
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Monitor Public Holiday Quota Breakdown
Report

] 22000 2|aBIC6@ CHB NhoD BE| R

Cumulated Time Evaluation Results: Time Balances/Wage Types

Selection options Selection fields
Employment status
Company code
Personnsl subarea
Employee group

® other period || |Emplayee subgroup
Croganizational key

Payroll pe
Business area

Selection Legal person
FPayrall area
Csntrolling area
Csst center
Organizational unit

7. Click
green check

Further selectic

Fersonnel number

FPeriod
0 Today
0 Uptotoday

Fersonnel area

Administratar for time recording

FPersonnel nurmnt

Tirme recording

Other parameters . Fositi
ob

Selection criteri
@ Day bhalanc
FTART
) Cumulated
SALDI
) Time wage types
LGART o
AASIS Support Center, Diane Hill

03/08/04
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" Monitor Public Holiday Quota Breakdown
Report

Frogram Edit Goto  Systern Help

& BdH @@ SEHE DO S BE @M

Cumulated Time Evaluation Resuits: Time Balances/Wage Types
® G B )

e o
() Today () urrent maonth () urrent year =]
) Up to today () From today E
@ Other period

Period To

FPayrall period

Selection
Personnel number
FPersonnel area

8. Click

Business area

Costcenter

Time recording administratar

Selection Conditions
@ Day balances

ZTART to
(1 Cumulated balances
SALDI to [= =
i Time wage types +]
rrr T Tealpa
AASIS Support Center, Diane Hill 15
HRLAD

03/08/04

If you choose to run this report by Personnel Area, it
may be necessary to enter a Time Administrator also.

If you choose to run this report by personnel numbers,
personnel areas, business areas, cost centers, etc.,
you may enter a single value(s) or a range of value(s)
by choosing the multiple selection icon =*

If you chose this option, proceed with step 8; if not,
skip to step 11.

15



Monitor Public Holiday Quota Breakdown
Report

Erogram  Edit Goto  Systerm Help
adH I @@ CHE SDoan BEE @D
Cumuliated Time Evaluation Resuits: Time Balances/Wage Types

& [ E I

Multiple Selection for Personnel number
I‘ @& Single vals k ©& Ranges k @O Single vals k @O Ranges |
; e A
EC <+————— 9. Enter criteria.
| L
1
- g
| 10. Click to copy
= =u z LD
;00;3\; o check | & B & T Multiple selection.. B3| 3
SALDI to |_':‘>|
) Time wane types
LGART ta [ =]

AASIS Support Center, Diane Hill
03/08/04
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An AASIS Training Tutorial HRLAD - Time and Leave Administration

16
HRLAD

You may enter as many single values as desired or
enter a range of numbers desired.
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Monitor Public Holiday Quota Breakdown
Report

Prograrm  Edit Goto

Systemn

Help
@ @@ DB ODLan BE @D
Cumiated Time Evaluation Results: Time Balances/Wage Types

P & B

I FEyTUI pErug
L 11. Select

| Cumulated 5007E
Balance radio B2

| button

(]

o

lection Conditions

§ Day halances

rrmib | . — :
‘_;quumulated balances 12. Enter Time Types
SALDI 9305 to 9355 g 9305 to 9355 in the

O Tirme wage types SALDI fields)

LGART to

Yalue limits thours) for timehwage types
52 walug limits thrs)

Drata format
Layaut

o

IFRLESL L 1M
AASIS Support Center, Diane Hill 17
03/08/04 HRLAD

By entering the type types 9305 to 9355 you will
receive information on all holidays identified in the
system. You may also select only one Time Type.

17
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Monitor Public Holiday Quota Breakdown
Report

Program  Edit Goto  Systerm Help

BAa@eEaa SRHE DO BRI @ m

Cumulated Time Evaiuation Resuits: Time Balances/Wage Types
@ f H

Fy Ul e

B

[«1l]

to

| 13. Click

| execute

0678

ol

inistratar

Selection Conditions
(o Day balances
FTART to
@ Cumulated balances
SALDI 9305 ta 9385
(i Time wage types
LGART ta

o & &

Walue limits (hours) for timehwage types

| =

Walue limits (hrs)

Data farmat
Layout

/0

AASIS Support Center, Diane Hill 18

03/08/04 HRLAD
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' Monitor Public Holiday Quota Breakdown

Report

QI OHE SO0 AR @

List Edit Goto Settings

Cumulated Time Evaluation REsuits 14. Click green back
G E | & F | @G choose R sawe | | arrow @3 Frintpreview | | [

Cumulated balances

Data select. period 0372002 - 031772002

Fers.no.|Mame FPeriod| TmType| TimeTyText = Mumber
50076 |Bok063 DFA-ME | 200203 9305  |Mew Year Day 8.00
50078 |Bok063 DFA-ME | 200203 9310 |MLKing Jr Birthday g.00
50078 |Bok063 DFA-NE | 200203 9315 | G.Washington Bithday z00| Note: Check PT50 - Quota
50078 |Bok063 DFA-ME 200203 (9320 |Mermorial Day 100 | Oyverview to verify the
50078 |Bok063 DFA-NE | 200203 9325  |Independance Day g.00 )
50078 |Bob0G3 DFA-NE|200203[8330  |Labor Day zo0 | holiday quota.
50078 |Boh063 DFA-ME 200203 (9335 |veteran's Day .00
50078 |Bob063 DFA-ME 200203 9340 | Thanksoiving Day g.00
50078 |Bok063 DFA-ME | 200203 |9345 | Thanksgiving Friday 5.00
50076 |Bok063 DFA-ME 200203 (8350 | Christmas Eve g.00
50078 |Bok063 DFA-ME | 2002039355 | Christmas Day 5.00
= 80.00

AASIS Support Center, Diane Hill
03/08/04

19
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If the totals on the PT50 — Quota Overview and this
report are not the same, process the public holiday
breakdown (infotype 2012) on pages 21-27.

19
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PUBLIC HOLIDAY QUOTA BREAKDOWN

AASIS Support Center, Diane Hill
03/08/04
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PAG61 - Public Holiday Quota Breakdown

Menu Edit Favorites Exras

aaHIeaa SEHE ODLOD I EE D
SAP Easy Adess AASIS MENU
BE| & | vl

N

Systern Help

=7 {4 SAF standard menu
> [ office
B [ Logistics
B [ Accounting
= ‘=3 Human Resources
B 1 Personnel Management

= {3 Time Management N i I-_."'_‘.:-_ e P
[» [ Shift Planning e --'-.vg'g_-.-;g_f;;::;{t‘e%_? -
=7 {3 Administration . — ] ’
< {3 Time Data . 1. Follow the menu path or |

IREEIEHETE < = enter PA61 in the

[ PAST - Display
) PATY - Fast Entry
@ PAGZ - Maintain Additional Data

@ PTES - For Multiple Persons and
2 PT40 - Quata Overview

B [ Tirme Evaluation

I [ ¥ork Schedule

B [ Information Systermn

B 1 Tools

B [ Settings

B [[J Environment

> 1 Incentive Wages

[N e T = PRI TRRRY
Bl [ |[«»]
AASIS Support Center, Diane Hill

03/08/04

Menu path: Human Resources > Time
Management > Administration > Time Data > PA61
— Maintain

This process is necessary if you have created a
quota correction, (Infotype 2013), to increase or
decrease a holiday (05) quota OR to distribute an
employee’s public holiday quota to the individual
holiday

The Agency Central Time Management and
Agency Time Specialist roles will create or
maintain this infotype.
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Time data Edit Goto

PA61 - Public Holiday Quota Breakdown

LUtilities

Extras

ajd B I&E

SEEEDAan EE @D

Maintain Time Data
O & o | 2 ustenty | B2 week B Month B

Fersonnel no.
Mame

EE group

EE suhgraup

BooFa

P

2. Enter the personnel number;

BohBG3 DFA-MNE
1 Regular State ..
e Hourly

Working times | Weekly calendatfaddt| data | Time

¢

press enter

004 e

Pers.area
Cost center

3. Select the Period radio button and
enter the date. Use the last day of the
last payperiod as the effective date

[ |absences [«]| [ Petiad

|_|Aﬁendances [~]| | ® Period /\

| [Time Events Fr.  04/03/2003 To  04/03/2003
|_|O\ter1ime | Today () Currweek
|_|Substituti0ns 1A I Current maonth
| |availability | From curr.date | Lastweek
|_|Time Transfer Specifications ' To current date I Last month
|_|EE Remuneration Info ) Curr.period | Current year
|| [+] Choose

L [+]

Direct selection

Infotype 3Ty

AASIS Support Center, Diane Hill
03/08/04

v IE

HRLAD - Time and Leave Administration

HRLAD

NEVER USE THE ACTUAL DATE OF THE

HOLIDAY

22
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PAG61 - Public Holiday Quota Breakdown

Time data Edit Goto Exras  Ulities  Systerm Help

& ald H @@ & EE Ohon EE @0

Maintain Time Data
Ol £ | T | A2 | List entry | B wieek Month Year

FPersonnel no. 5E07E %
Mame BohO63 DFA-MNE '
EE group 1  Regular State . Pers.area FAD1 DFA

EE subgroup U8 Hourly Costcenter 3332 Cirl Adm 272 H...

Working times | Weekly calendaraddt| data | Time quotas | Time managem... ||, [<|r]'g|

|:|Absences [«]| [ Period

| |attendances [=]| | ® Pperiod

| |Tirme Events Fr.  04/03/2003 To  04/03/2003

|_|Over1ime ) Today O Currweek

| |substitutions Al ) current month

|_|’”““3”|5":”m'5r ' Fram curr.date 1 Lastweek

| |T|meTransferSpecmcatlons | To current date ) Lastmonth

|_| urr.period ) Current year

| || 4. Enter the Infotype 2012. " chooss |

- Choose

L \ =TT

\
Direct selection
Infatype 2014 [=)=Ty B
[~
[+
AASIS Support Center, Diane Hill 23
03/08/04 HRLAD

Infotype 2012 (Time Transfer Specifications) will
create or change an existing public holiday quota
breakdown. This infotype is used to break down
public holiday quotas into individual public holidays.

23
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PAG61 - Public Holiday Quota Breakdown

Liilities  System

a A Subt, far infotyp 2 (Time Transfer Specifications) (1 11 Entries foun
. . . Restrictions |
Maintain Time Data = =
O 2 @ @ | & vstentry | B week | wf o [ [H|08] 8|22
. | — JlPSG Tran |Time transfer type t| [~
EISONNELNG. 01 |9100 Mew Year Balance [~
G EobibHDEANE 3|01 9110 MLKJr Balance
EE group 1 Regular State . Pers.area 01 9120 . ¥ashington Birth
EE subgroup g Hourly: Cost center 01 9130 Memarial Day
01 9140 Indpendance Day
wWarking times k Weekly calendarfaddt| data k T| 014 8150 Labor Day Bal
1] 9160 veteran's Day Bal
[ labsences [=]| [Perio 9170 Thanksgiving Balanc
_Aﬂendances E| @ F 1 8175 Tksgiving Friday Ba
T Er 01 9180 ®'mas Eve Balance
| lovertime O 01 9180 ¥mas Balance
Substitutions (o) /3
5. Enter the subtype for the holiday or choose
from the drop-down.
N S -
"\ 1 Entries found 7
Direct selection
Infatype 2012 STy B
AASIS Support Center, Diane Hill 24
03/08/04 HRLAD

24



An AASIS Training Tutorial HRLAD - Time and Leave Administration

PAG61 - Public Holiday Quota Breakdown

Z| 000 aaH c@ee DHE Dnon 0E @

Maintain Time Data

E ||Listentw||@Week|@ MDnthHF_Q Year|

5A078 (=)
BohBE3 DFA-NE
FAB1

eesy 6. Click to EEE

e
- - | ondE

Period
@ Period
Fr. 04/03/2003 Tao 04/03/2003

Absences
Aftendances
Time Events

|_|Overtima ) Today ) currweek

| |Substitutions Al 0 Current month
Availability ) From curr.date () Lastweek

_ 0 Tocurrent date 1 Last month

|__|EE Remuneratian Info ) Curr.period ) Current year

Direct selection
Infotype Time Transfer Specifications STy 9120 G WWashingtan Birth

P T (1 Y

AASIS Support Center, Diane Hill 5
03/08/04 HRLAD
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PAG1 - Public Holiday Quota Breakdown

= T e s o - N 3 P RN R L

_DPENBB

|atic-n || Cost assignment“ External services | |

save 1
-F.D.B‘l

_94."93."2993 040272002

Time transfer specification
Time transfer type 9120
Mumber of hours

AASIS Support Center, Diane Hill
03/08/04

G Washington Birth

7. Enter the number of hours to increase
or reduce the holiday to break the balance
down.

Enter minus(-) before or after the number
of hours to reduce the current record.
Enter hours only to increase the current
record.

26
HRLAD
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PA61 - Public Holiday Quota Breakdown

Edit

Time data Goto Extras

2l H Q@& EHE BDL0 BEE @0

Utilities  Systermn  Help

Maintain Time Data

O« Mo | A2 Listentry | = week FE] Month Year

Fersannel no. 5AE7E @ %

Mame BobhB63 DFA-NE ml

EE graoup 1 Regular State .. Pers.area Faol DFA

EE subgraup e Haourly Cost center 383201 Cirl Adm 272 H..

Working times | Weekly calendarfaddt! data |, Time guotas | Time managem... ||| [«][+ 2]

|_|Absences [«]| [ Period

|_|attendances [=l| | ® Period

|_[Time Events Fr.  04/03/2003 To  04/03/2003

|_|O\ter1ime () Today ) Surrweek

| |substitutions O Al ) Current month

|_|A\rai|abi|inr ) Fram curr.date ) Lastweek

| [Time Transter Specifications ) Ta current date ) Last month

|_|EE Remuneration Info ) Curr.period ) Current year

I_I E Choose

Direct selection

Infotype Titne Transfer Specifications STy 9120 G VWashington Birth E
/ You should receive this message | [+

|@ Record created 24

AASIS Support Center, Diane Hill 27
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The individual public holiday assignment will be
updated after the next successful time evaluation.

After a successful time evaluation is run, you
must run the Monitor Public Holiday Quota
Breakdown Report (PTBALO0O) to verify that the
individual holiday was assigned and the total in
the report matches Quota overview.
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